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ROOM NO. BUILDING

o4 | ' STAT

REMARKS:

I think that the changes indicated
on the carbon of your revision will
be acceptable to DD/P. Please do

not construe this, however, as being
a concurrence of the DD/P in the pub-
lication of the Records Management
regulation. Of course, you under-
stand that formal approval of the
DD/P will be required.

STAT

H

ROOM NO. BUILDING EXTENSION

2010 L [ | | STAT

FORM NO 2 41 REPLACES FORM 36-8 (1)
t FEB 55 WHICH MAY BE USED.
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RECORDS MABAGEMERT
Rescission: CIA Regulation No.
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1, GENERAL

This regulation provides for a continuing Agency Records Mapagement

ograz to control and improve records from their creation or receipt
2o thelr disposition. It 1s based on the Federal Records Act of 1950
and other appliceble statutes and regulations.

2. B8COFE
The Records Managewent Program shall consist of the following elewents:

{1} Reports Mansgement - The aralysls, iwmprovement, and control of
sdwinistrative reporting,

{2) Correspondence Managewent - The application of improved uniform
' style staniards and procedures for the preperstion and handling
of correspondence. .

. (3] Perms meuagesent - The amelysis, design, and control of forws.

(4) Standardization of filing practices, systems, equipment and
procedures.

(3) Records Disposition - The ecomowical and systemmtic disposition -
of Agency records including their preservation, retentiom, trans-
fer, and digposal eccording to approved schedules.

{¢) Vital Materials - The timely selection, transfer to, snd maintensnce
in a repesitory, of records esgential to operation of the Agenmey in
an emergency.

3. MFEXIXEX RESPONSIBILITIES
Deputy Directors
¥. The Agency Records Mansgement Prograwm shall be sdwinistered by the
Deputy Director (Support), Deputy Director {Intelligence) and
M‘ Director (Plans) on a decentralized basis.IHXKGAawNCIEETIN
They will be responsible for: :
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(1)

(2)

(3)

(L)

(5)
(6)
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The_pzaéerfé{i%n of records to provide adequate and proper
documentation of the organlzation, functions, policies,
decisions, procedures, and essential transactions of the Agency.
Such records shall be designed to furnish the information
necessary to protect the legal and financial rights of the
Government and of persons directly affected by the Agency's
activities.

Ensuring that essential records are created and maintained by
the most efficient and economical methods. The creation of non-
essential records and unauthorized reports and forms shall be
prevented., .

Depositing at the relocation site on a current basis records essen—
tial to the emergency operation of the Agency.

Developing records control schedules to identify and preserve
records of permsnent valuej providing for the scheduled removal
of noncurrent records from office space and filing equipment

to economical Records Center Storage; and providing for the
scheduled destruction of records of temporary value.

)‘

)
) Responsibilities for correspondence, forms and files systems,
) equipment and practices.

The Chlef, chu@@ent Staff, serves as Agency Records Officer end
Archivist. As such, be 1s responsible for:

)

So g R

(2)
A2}

A4
)

Providinrr forms analysis, de51vn, and reference services includlqg
the approval and requests for reprints of new or revised forms used
withiin more than one Deputy Directorts office.

Reviewing and approviag records contreol schedules ard requests
for eduipment, services and supplies to the extext necesasary to
assure pliance with pro requircmentis.

Reposit tiocns.

Meintalning Agency liaison with the Eatlional Archives and
Records Service, Ceneral Services Administration, end other
Federal and private crganizstions, on all records wemspesent
metters, including cbtaining csangmnsiaml uutharimtinas for
the mt&nﬁaa and disposal of records.

mkniea& sapervising Recor?aQ Center and Vital Q'Qm-ialn
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